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DELEGATED EXAM NI NG UNI'T
VACANCY ANNOUNCEMENT

Vacancy Announcenent Nunber: ASF 00-108

Openi ng Dat e: August 07, 2000

Cl osi ng Date: August 18, 2000

Position and Sal ary: Survey Cerk (Ofice Automation)

GS- 0303- 05 (%$23,336 - $30, 334 per year)

Pronoti on Potenti al : GS- 05
Duty Locati on: Seattl e Regional Ofice
Seattle, WA

Type of Appointnent: Conpetitive Service - Term Appoi nt ment
NTE 13 Months. May Be Extended for up to
a maxi mum of 4 years.

Wor k Schedul e: The work schedule for this position is M xed
Tour. Wth a Mxed Tour work schedul e, an
enpl oyee may be changed between full-tine,
part-time, and intermttent work schedules to
accommodat e fluctuati ng workl oads and is
subj ect to a signed agreenent.

Rel ocation Expenses WII| Not Be Paid.

Applications will be accepted from Al sources. This is a
conpetitive vacancy, open to all United States citizens,
advertised under exam ning authority delegated to the
Department of Comrerce by the U S. Ofice of Personnel
Managenent .

DUTI ES: The incunbent of this position does a variety of
clerical support required for conducting data collection
activities in the regional office's data collection
activities. May provide technical direction to other enpl oyees



whi ch includes receiving survey materials fromthe Bureau,
checks to assure correctness, and nakes any necessary changes.
Prepares listings and/or mail panels, making any necessary
corrections. Assi sts in making interview ng assi gnnents
consi dering workl oad and residence of field representatives.
Prepares and mails interview ng assignnents, collates
guestionnaires, control cards, maps, segnent folders and

ot her necessary forns, and naintains all required files.
Assenbl es, packs, and mails survey materials to the field
interviewer. Follows up with field interviewwng staff to
assure assignnment is conplete and to resol ve probl ens.
Comput es production all owances and prepares office reports on
production, training, and progress. Types routine

adm ni strative and program forns. \Wen required does ot her
duties of a related nature and of simlar requirenents. My
supervise part-tinme clerks when required.

M N MUM QUALI FI CATI ON REQUI REMENTS: To be minimally qualified
for this position, applicants nust have a typing proficiency
of at least 40 words per minute. Applicants nust provide a
signed and dated statenment certifying typing ability over 5
m nutes that shows nunber of words per m nute and nunber of
errors.

In addition, applicants nust have the experience or education
bel ow or a conbi nati on of both.

Experience: Applicants nust have one year of specialized
experience equivalent to the GS-04 level in the Federal
service. Specialized experience is work experience that
denonstrates the ability to provide office support to a staff
and performclerical duties such as: mass mailings, file
syst em managenent, tel ephone nonitoring and interview ng, or
ot her routine office procedures using office autonmation

equi pnent such as a typewiter and personal conputer. This
experience was gained in work such as: Determ ning

i nterview ng assi gnments consi dering workload and | ocati on of
resi dence, assenbling and mailing assignnents, receivVving
mat eri al s, and checking for accuracy meki ng necessary changes;
supervi ses the preparation of survey docunents and draws

mont hly sanpl es, sub-sanples, auxiliary sanples; answers
inquiries fromrespondents and survey staff regardi ng survey
procedures, perforns tel ephone interviewing on difficult or
probl em cases, clarifying questionable responses. Typing
routine admnistrative and program fornms, and nenorandum
necessary to mai ntain programand adm nistrative services on a
typewiter and/or personal conputer; and naintaini ng program
forms and offices files and conpiling a variety of reports.



You use judgenent and initiative to independently plan and
conpl ete routi ne work assignnments and in sol ving probl ens.
You refer difficult situations to the supervisor for
resolution. Your work is reviewed in accordance to quality
st andards and deadl i ne requirenents.

Educati on: Four years of education above hi gh school obtained
in an accredited business, secretarial or technical school,
junior college, college, or university. You nust submt a copy
of your college transcripts - see the How To Apply section for
nore i nformation.

EVALUATION CRITERIA - QUALITY RANKING FACTORS: Applicants
nmeeting the mninmumqualifications will be further eval uated
based on the degree to which their experience, training, and
education refl ect possession of the follow ng Quality Ranking
Factors (QRFs). This evaluation determnes the |ist of
eligible candidates who will be referred to the selecting
official for final consideration. Eligible candidates wll be
assigned a score between 70 and 100, not including points that
may be assigned for veterans preference.

NOTE: Applicants MJUST submt a supplenmental narrative
statenent to their resune or application (on plain bond
paper) addressing each QRF. Each narrative should describe
perti nent education, training, or experience, with specific
exanpl es, showi ng how the applicant neets each QRF. Failure
to provide a separate narrative statenment for each QRF w ||
elimnate applicants fromfurther consideration.

1. Know edge of survey procedures and manual s.

2. Know edge of survey nethods and terminology in order to
review, edit, and utilize questionnaires.

3. Know edge of survey requirenents.

HOW TO APPLY

You nust submt a resume, Optional Application for Federal

Enpl oynment (OF-612), or SF-171 plus any additional required
mat erial for each grade | evel of the vacancy for which you are
applying. A conplete application package for each grade | evel
of interest nust be received by the close of business (5:00 PM
EST) on the closing date of the announcenent. ADDRESS TO

U. S. Census Bureau, DEU HRD, Room 3285-3 Stop 1407, 4700
Silver H Il Road, Washington, D.C 20233-1407. |IF USING A



CARRI ER OTHER THAN THE U. S. POSTAL SERVI CE, ADDRESS TO U. S.
Census Bureau, DEU HRD, Room 3285-3 Stop 1407, 4700 Silver

H |l Road, Suitland, MD 20746. Applications may be faxed to
301-457-6824.

| T REMAINS THE RESPONSI BI LI TY OF THE APPLI CANT TO ENSURE THE
TI MELY RECEI PT OF THE APPLI CATI ON PACKAGE REGARDLESS OF
SUBM SSI ON METHOD USED

The following information is needed to eval uate your
qualifications and determne if you neet |egal requirenents
for Federal enploynment. Failure to provide this information
may result in |loss of consideration.

JOB | NFORMATI ON:
* Vacancy announcenent nunber and title of position stated
on each application.

* G ade level of interest stated clearly on each
application. You wll receive consideration for the
grade level indicated on your application. |If you
indicate nultiple grade |l evels on a single application,
you will be considered for the | owest grade indicated.
| f you do not state a grade |evel of interest on your
application, you will be considered for the | owest grade
adverti sed.

PERSCNAL | NFORVATI ON:
Ful | nanme, mailing address (including zip code) and day
and eveni ng phone nunbers (with area code).

* Social Security nunber. (NOTE: WE CANNOT PROCESS YOUR
APPLI CATI ON W THOUT YOUR SOCI AL SECURI TY NUMBER. )

* Country of citizenship (TH S FEDERAL JOB REQUI RES U. S.
Cl TI ZENSHI P)

* Hi ghest Federal civilian grade held (if applicable)

EDUCATI ON:
* H gh School - nane, city, state, and date you received
di pl oma or GED.

* Colleges and Universities - name, city, state, majors(s),
type of degree(s) received (if any), and date(s)
received. YOU MUST SUBM T A COPY OF YOUR
UNDERGRADUATE/ GRADUATE TRANSCRI PT(S) | F THE ANNOUNCEMENT



SPECI FI ES EDUCATI ON AS PART OF THE BASI C ENTRY

REQUI REMENTS, | F YOU ARE QUALI FYI NG BASED ON SUBSTI TUTI ON
OF EDUCATI ON FOR EXPERI ENCE, OR | F YOU ARE QUALI FYI NG
BASED ON SUPERI OR ACADEM C ACHI EVEMENT. Transcripts nust
show course nunber, title, grade, type
(semester/quarter), and nunber of credit hours.
Applicants selected for the position will be required to
provi de official transcripts.

* To receive credit for education conpleted in foreign
col |l eges or universities, you nust show proof that such
education is equivalent to education received in an
accredited educational institution in the United States.

WORK EXPERI ENCE: Pai d and non-pai d work experience rel ated
to the position. For each work experience include: Job
title; Series/grade (if Federal enploynent); Duties and
acconpl i shnents; Enpl oyer's nanme and address; Supervisor's
name and address; Starting and endi ng dates; Hours per week;
Salary; and indicate if we may contact your current
supervi sor/ enpl oyer.

OTHER QUALI FI CATI ONS:  Job-rel ated: training courses (title
and year); skills (e.g., other |anguages, typing speed,
conput er software/hardware, tools, etc.);
certificates/licenses (current); and honors, awards, and
special acconplishnents (e.g., publications, nmenberships in
prof essi onal societies, etc.)

10- PO NT_VETERANS' PREFERENCE: To receive 10- poi nt
veterans’ preference for a service connected disability you
must submt an SF-15, “Application for 10-Point Veterans’
Preference” and docunentary proof fromthe appropriate
branch of the Arned Forces or the Veterans’ Adm nistration,
as well as a copy of your DD 214. Applicants claimng 10-
poi nt preference who do not submt the required
docunentation will receive 5-point veterans preference
assum ng they neet the basic veterans’ preference

requi renents and submt the appropriate proof of mlitary
servi ce.

5- PO NT VETERANS' PREFERENCE: To receive 5-point veterans’
preference, attach a copy of your DD 214. To receive
preference if your service began after Cctober 15, 1976, you
must have: a Canpai gn Badge or Expeditionary Medal with an
honor abl e di scharge OR served on active duty during the Gulf
War from August 2, 1990 - January 2, 1992, under the




foll ow ng conditions: honorable discharge, served a m ni mum
of 2 years on active duty, or if a Reservist served the ful
period for which called to active duty (Reservists nust

i ncl ude appropriate docunentation).

APPL| CANTS ON ACTIVE DUTY: Applicants on active duty
claimng either 5-point or 10-point preference nust show on
their application that they have net the requirenents for
preference as outlined above and nust submt appropriate
proof and docunentation at tine of appointnent.

SPECI AL _NONCOVPETI Tl VE H RI NG AUTHORI TI ES: For al
applicants eligible for special nonconpetitive authorities,
submt proof of eligibility for consideration under one of
the followng hiring authorities. Also, indicate on the
first page of your application(s) which authority you w sh

consi deration under. Eligible applicants will be consi dered
under both conpetitive exam ning and the special hiring
authority.

Vet er ans Readj ust nent Appoi ntnent: (Can be used for
positions up to GS-11.) Provide copy of DD 214.
30% Di sabl ed Veterans’ Appointnent: Provide DD 214 and a
certificate fromthe Veterans Adm nistration dated within
one year of the closing date of this announcenent.
Severely Physically Handi capped Schedul e A Appoi nt nent:
(Applicable to permanent vacancies only): Provide a
certification of eligibility fromthe State Vocationa
Rehabilitati on agency or the Veterans Adm ni stration.
Peace Corps/Vista Appointnent: Show proof of such

enpl oynent .
Qut st andi ng Schol ar Appoi ntnent: Provide transcript of all
under graduate course work. (This authority can only be used
for specific series and job titles at the GS-5 and GS-7.
Visit OPMs website at www. opm gov for information on
accept abl e positions under this authority.)

OTHER | MPORTANT | NFORVATI ON

* Individual s who have special priority selection rights
under the Agency Career Transition Assistance Program
(CTAP) or the Interagency Career Transition Assistance
Program (I CTAP) nust be well qualified for the position
to receive consideration for special priority. CTAP and
| CTAP eligibles will be considered well qualified if they
meet the qualifications and eligibility requirenents for
the position, including all nedical, physical,



suitability, education, experience, selective factors,
and quality ranking factors for the vacant position.
Federal enpl oyees seeking CTAP/ I CTAP eligibility must
submt proof that they neet the requirenents of 5 CFR
330.605 (a) for CTAP and 5 CFR 330.704 for ICTAP. This
i ncl udes a copy of the agency notice, a copy of their
nost recent Performance Rating and a copy of their nost
recent SF-50 noting current position, grade |evel, and
duty location. Please annotate your application to
reflect that you are applying as a CTAP or | CTAP

el i gi ble.

The Departnment of Conmerce (DOC) does not condone or
tolerate discrimnation based on race, color, religion,
sex, national origin, age, physical or nmental disability,
or sexual orientation.

Al eligibility requirenments nmust be net by the closing
date of this announcenent.

You will be required to conplete a Declaration for
Federal Enploynment (OF-306) to determ ne your suitability
for Federal enploynent and to authorize a background

investigation. You will also be required to sign and
certify the accuracy of all the information in your
application. If you nmake a false statenent in any part

of your application, you nmay not be hired; or you may be
fired after you begin work; or you may be fined or
jailed.

Anyone appointed fromthis announcenent, i ncl uding
current Federal enployees, nay be required to serve a
probationary period of one year.

If you are a mal e over age 18 who was born after Decenber
31, 1959, you nust have registered with the Selective
Service System (or have an exenption) to be eligible for
a Federal job.

Applications received in governnent postage-paid
envel opes will not be accept ed.

Thi s agency provi des reasonabl e accommpdations to
applicants wth disabilities. If you need a reasonable
accommodation for any part of the application and hiring
process, please notify the Human Resources Division at
301-457-3274. The deci sion on granting reasonabl e
accomodation will be on a case-by-case basis.

For additional information about this vacancy, please
contact the Del egated Examining Unit at 301-457-6852.



